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APPENDI X F. USI NG STUDENT DATA EXPORT FILES WTH M CROSOFT ACCESS

The Student Data Export option (with two sub-options, By O ass and

H story) exists under the Reports option of the Student Management nodul e.
This option enables you to sel ect various kinds of personal, service,
training, qualification, and performance i nfornmati on about students in a
class for placenent in a text file. The copied file can then be inported

into Mcrosoft Access or Excel. Fromthere, you can use the inported data
to performqueries, create statistical analyses, establish ad hoc reports,
and to satisfy other requirenents unique to each school. Refer to

Par agraph 8.5.16, Student Data Export, for instructions on creating the
export file.

Thi s appendi x describes how to establish a database Table in M crosoft
Access and inport student data from MCAIMS into the Table. Once
est abl i shed, subsequent Student Data Exports can be appended to an
existing Table if the field nanes and fields in the Student Data Export
file already exist in the Mcrosoft Access Table. Therefore, Mcrosoft
Access Tables may represent information covering multiple classes.

If you wish to create a Mcrosoft Access Table containing a conbination
of data available for export from MCAIMS and ot her data uni que to your
nm ssion, you nmust foll ow these two guidelines:

« The field nanmes and fields in the MCAIMS Student Data Export nust
exi st identically in characteristics in the existing Mcrosoft
Access Table; in particular, the field nane nmust be identical

« During the Inport process, the option “First Row Contains Field
Names” nust be sel ect ed.

The explanation in this appendix is very basic and is designed to guide
you through creating a Table in Design view. Mcrosoft Access offers
significantly nore options than discussed herein. |f you have different
goal s and | evel s of experience with Mcrosoft Access, just apply the
general concepts and advice presented in this appendi x to your unique
requirenents. |If you choose to nmanually design a Mcrosoft Access Table
and do not use the sane field nanmes and/or correct data types, you nmust be
experienced in establishing Inport/Export Specifications to append a Data
Export file created by MCAIMS

Not e that MCAIMS technical support is linmted to establishing a Table
in Access in order to exploit the inported student data. Be sure that you
take advantage of the training and i nformation avail abl e through your
| ocal education programs, system docunentation, tutorials, and other
support in establishing proficiency with Mcrosoft Access and/or Excel

Finally, be careful that inported data does not becone the source of
addi ti onal self-inposed work resulting in maintenance of information in
paral l el systems or that this data becones the primary focus for data
mai nt enance. Data exported from MCAIMS should continue to be naintained
within MCAIMS as the prinary and authoritative source of current and
hi storical data.
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F.1 Set Up Your PC for Conpatibility Wth Date For mat

Bef ore you begin working with Mcrosoft Access to inport MCAIM files,
ensure that the Short Date format for your operation systemis set to the
YYYY/ MM DD fornmat. Using the Wndows 2000 operating systemas an exanpl e,
the Short Date format can be established by follow ng the steps bel ow

1. dick on the Start button.

2. Choose the Control Panel option.

3. Choose the Regional Settings option.
4

Choose the Date tab. The Regional Options dialog box (Figure F-1)
appears.
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Concel Epply
Figure F-1. Regional Options

5. Set the Short Date Format to "yyyy/nm dd" and the Date Separator to
"/" and then click on the OK button. The content of the fields of
infornation representing Dates in the Student Data Export files
will automatically be recognized as true Date fields by
applications such as Mcrosoft Access.

F.2 Using Student Data Export Files with Mcrosoft Access

The followi ng steps guide you through creating a Table in Mcrosoft Access
and inporting a Student Data Export file into it. Be sure that you have
al ready established your export file in MCAIMS before you begin.

1. Open the Mcrosoft Access program The M crosoft Access screen is
di splayed with a Mcrosoft Access dialog box (Figure F-2) appearing
on the screen.
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Figure F-2. Mcrosoft Access Screen with D al og Box
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Cick on Cancel. The dialog box di sappears fromthe screen

Choose File. The File nenu itens are displayed (Figure F-3).
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Figure F-3 Mcrosoft Access

Under File, choose New to create a new database file. The Mew
di al og box (Figure F-4) then appears on the Mcrosoft Access
screen.

ew =l
General | patabases |

Dats fccess  Project  Project (New R
Page (Existin..  Database]

Ho preview avallable

[ | coee
Figure F-4. New

Choose the icon titled "Database" and click on OK. The File New
Dat abase di al og box (Figure F-5) appears.

File New Database i x|

= ¢=|Q><ﬁiv'roo\,s-

Flename:  [Sample mdb | & ceate |

Save asbype: [Microsoft Access Databases (*.mdb) = cancel |

Figure F-5. File New Dat abase

In the field titled "File Name" at the bottom of the dial og box,
nane the file you wish to create and designate its location. [Note
that the extension will be .nmdb for this Mcrosoft database file.]
Then click on Create. The new database dial og box with options for
dat abase table creation (Figure F-6, Create Table) appears on the
M crosoft Access screen (Figure F-3). Ensure that the first

option, Create table in Design view, is selected.
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Figure F-6. Create Table

7. Now refer to the menu bar on the Mcrosoft Access Screen (Figure
F-7) upon which this dialog box appears.

J’Ei? Edit Wiew Insert Tools Window Help
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MAtahase Pronerties

Figure F-7. Choose Inport Option

8. Fromthe nmenu bar, choose File. Scroll down the nmenu options and
sel ect the option, Get External Data, and the sub-option, |nport.
The Inmport dialog box (Figure F-8, Inport) appears.

i x|
Lockin: [ TEMP =l e @@ K i & - Toos -
EJo000010.TXT
Flename: | =~ = mpot |
Files of type: [Text Files (.t *,csv; ™. tab;*. asc) = cancel |

Figure F-8. Inmport

9. Inthe field titled "File nane" at the bottom of the dial og box,
nane and designate the |ocation of the MCAIMS Student Data text
file you wish to inport into the Mcrosoft Access database Tabl e.
Not e that MCAIMS data export files end with the extension .txt.
Then click on Inmport. The Inport Text Wzard for Establishing
Field Delinmters dialog box (Figure F-9) opens.
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B Import Text Wizard

“our data seems to be in a 'Delimited’ Format. If it isn't, choose the Format that more correctly
describes your data.

|

£+ iDelimited - Characters such as comma or tab separate each Field

= Fixed width - Fields are aligned in columns with spaces between each Feld

ple data From file: €:4MCAIMSPCLYZKS0ZTEMP,2000010, T,
[LASTNAME, FIRSTNAME, S5, RANK, GRADE
WALSH, JEFFERY, 012608010, ZndLt, O1
[LUKACS, EDWARD, 047749557, 2ndLt, 01
[EETZ, OTTO, 077541572, 2ndLt, 01

[EYRNE, PATRICK, 127544576, 2ndLt, 01
MCSUCKIN, SCOTT, 129600026, 2ndLt, 01
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I
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cancel | = Back Einish

advanced... |

Figure F-9. Establishing Field Delimt

Ensure that the following default radio button

"Delinmted -
Then click on Next.

10.

The Inmport Text Wzard for

ers

is selected:
Characters such as conma or tab separate each field."

desi gnating First

Row Contains Fi el d Names di al og box(Figure F-10) opens.
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Fi gure F-10.
11.

First Row Contains Field Nanes

Sel ect the radi o button beside “Comma” and check the checkbox

besi de the phrase “First Row Contains Field Nanes.” Then click on
Next. The Inport Text Wzard for Storing Data in a Table dial og

box (Figure F-11) opens.
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manual |y naming the fields significantly
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exi sting Mcrosoft Access Table.
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Figure F-11. Storing Data in a Table
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12. To store the data fromthe MCAIMS Student Data Export file in a new
tabl e, accept the default selection and click on Next. The |nport
Text Wzard for Specifying Data Type for Each Field Inported dial og
box (Figure F-12) appears.

B3 Import Text Wizard

¥ou can specify information about each of the Fields vou are imporking.  Select Fields in the

area below, ¥ou can then modify Field information in the ‘Field Options’ area,

—Field Options

Field Mame:  [S51 Data Type: [ifogg B |
3 — Currency =1
Indexed: lND I I ponotim Sinale
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DateTime

LASTHNAME [FTIRSTHNALME |SSH OLE Object

WAL=H PEFFERY Ee“"ﬂl « —1-
LUKLCS [EDWALRD BN

BETZ loTTO o1

IBYRNE PATRICK lo1

MCGUCKIN [ECOTT o1

MASPAR  [DANIEL g o1 =
ENT i)
Adwanced... | cancel | <gack [ mwet= | ginish |

Figure F-12. Specifying Data Type for Each Field Inported

13. Referring to Table F-1, highlight each field of data in the MCAI M5
Student Data Export file and review the Data Type. Every field
should be identified as either Data Type "Text", "Date/Ti me", or
"Doubl e”. Note that M crosoft Access automatically attenpts to
identify the type of data in each field. However, such automatic
identification is not always accurate and nmay result in data being
exported in a |l ess than desirable format.

Table F-1. Store Data in Table

DATA TYPE DESCRI PTI ON OF DATA TYPE

Dat e/ Ti ne MCAI M5 Student Data Export files are pre-formatted to use
the YYYY/ MM DD date format.

Doubl e Fi el ds containing numerical data with deci mal points should
be identified as Data Type "Doubl e". Exanples include
fields for Grade Point Averages (GPA) and Proficiency/
Conduct marks (Pro/Con). If the last digit in the data to
be inmported is a zero, it will be truncated (e.g., 97.3750
woul d be inported as 97.375). Truncation should have no

i mpact on the use of the data internal to Mcrosoft Access.
If the last digit of the data being inported is 1 or
greater, the entire nunber is inported (e.g., 98.3456 would
be i mported as 98. 3456).

Text ALL other fields of information froma MCAIMS Student Data
Export file MJST be identified and changed as necessary to
Data Type "Text." Note that Mcrosoft Access identifies

data fromthe SSN field as Data Type Long Integer. Unless
you change the Data Type for the SSN field to "Text", the

| eadi ng zeros in any SSN woul d be deleted (e.g., 0012345678
woul d be saved to the new database as SSN 12345678).

a. Referring to the Inmport Text Wzard for Changing Data Type
di al og box (Figure 7-13), adjust each Data Type for the
hi ghlighted field, as appropriate.

b. Be sure that the data type for SSNis “Text” in the drop-down
Data Type box.
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B3 Import Text Wizard 0 x|
*¥ou can specify information about sach of the Fislds you are importing.  Select Fislds in the
area below. You can then modify Fisld information in the Field Options’ area.

Field Name:  [550 Data Type: =

[~ Field ©ptions ‘

Indexed:  Jum =] [ Donobim S0ETY -
Double
DatefTime
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[ it
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Advanced. .. cancel | zpack | mwewe= | |
Figure 7-13. Changing Data Type

14. After ensuring that all rules (depicted in Table F-1) for
establishing Data Type have been followed, click on the Next
button. The Inport Text Wzard for Designating Primary Key dial og
box (Figure 7-14) opens.

B3 Import Text Wizard i =]
Microsoft Access recommends that you define a primary key for
= wour new table. A primary key is used to uniquely identify each
 ITTETTET record in your Eable. Ik allows wou bo retrieve data more guickly.
2 xun wuE HHH
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& oo e ¢ Ehoose my own primary key. | |
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Figure 7-14. Designating Primary Key

15. Stipulate the "Primary Key" for the database to be created. You
may want to review the M crosoft Access docunentation about using
the Primary Key to prepare nultiple tables for conpatibility.
Gdick on the Next button to continue. The Inport Text Wzard for
Nam ng the Tabl e di al og box (Figure 7-15) appears.

B3 Import Text Wizard i =]

That's all the information the wizard needs to import your data.

Import ko Table:

™" Display Help after the wizard is Finished.

Adxanced...l cancel | zgack | weer= | [ Emsn |
Figure F-15. Nanming the Table

16. In the Inport to Table field, type a name for the table that is to
be created. It might be practical to use the nanme of the MCAI M5
Cl ass whose data will populate the Table (e.g., 2001060). Then
click on the Finish button to conplete the process. A nessage
appears to advise you that the system has finished inporting the
file.
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17. dick on the OK button. A dialog box appears on the screen with
the nane of the New Table Added Wthin M crosoft Access (Figure
F-16).

S5 s S O
—

Ready

e [ froce | [ )

[
Figure F-16. New Table Added Wthin M crosoft Access

At this point the MCAIMS Student Data Export file has been
successfully used to create a new Table within Mcrosoft Access.
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